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New command (File menu)

Crestes a document or iamplote, Word proposes

hetyou bass the new document or templete on the:

Normel templete. ifyou are creating a letter.

mamo. or other common type of document you

can often save time by using one of the supplied

R templates or wizards, To open an exsting
ng

document use the n

To quickly create & new documentbased onthe

Normal template, click the New button on the
daed toolhar.

3 new batn

BB Dialog Box Options

_ xEmss

Template

Type or setect the name of the template on which
youwant to base the document. or the wizerd you
Wantto use to Creete your template or document
The default template, also known as the Normal I8

(2.7 = AT TS BT AR Help if 5

Type a wotd, or select one from the list. “
Then choose Show Topice.

/ —R

new patagraphs
New Window command {Window menu)
columnz

Select a topic, then choose Go To. h

[%12.8 Search X} ifHE
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navigating ]
names. toolbar bulions

naming documents
National Information System

New command (File menu)

Select a topic, then choote Go To. ]
hi

P

Retuining to a previous aditing location
Using shortcut keys to move thiough 3 document
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rd Hetp ]
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File Edit Bookmark Help

Find command (Edit menu)

Searches for specified text, formatting, foctnates,
endnotes. or annotation marks in the active
document ‘You can also include special
cheracters — for example, paragraph marks. tab
cheracters, and hard page braaks —in your saarch
critens.

Bl Dialog Box Options

Find What

Type, or insert the information you want to find, or
click the down arrow, and then select from tha tast
four entries For information on searching for
formetted text see Eindi i
Format

Specifiss the formatiing you'rs looking for in the
Find What box
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